
ENROLLING IN A Class through AccessMCG (MCG Non-Employees Only) 
Step Action  

1. Go to AccessMCG: www.montgomerycountymd.gov > 
Click Online Services, a menu will drop down > find  
AccessMCG and click the link. 
 

2. Enter in your username and password 
 
Click Login Button 
 
Click Login Button 
 
If you have not set-up a Username and Password, click 
“Register New User”.  To assist you in this process, you 
will find instructions for the registration process at  OHR 
Training.  Look for “Instructions for Non-Employees to 
Request Access to MCG Catalogs”.  Once you have 
approval, you can continue this process. 
 
 

 



Step Action  
3. Click on the follow links: 

 
 
 
 
 

(1) Human Resources Services 
Another window will open 

 
 
 
 
 
 
 
 
 

(2) County Learning Services 
Another window will open 
 

 
 
 
 

(3) MCG Training 
 
 
 

 
 
The Oracle Learning Management Page will open 

 

 
 

 
 

 
 
 



Step Action  
3.  Click the MCG External Learner Self-Service link. 

 

4.  Click the Learner Home link. 
 



Step Action  
5.  Your Learner Home page displays. 

From here, find the class you want by using any of the 
following functions: 
 
• Browse Catalog links 
• Catalog tab 
• Search function 
 



Step Action  
6.  From your OLM Home page, click the Search list and use 

the drop down to select Class. 
 



Step Action  
7.  Click in the Search field. 



Step Action  
 

8.  
Type in the name of the class, or part of the name into the 
Search field and hit GO. 
 

 



Step Action  
9.  Find the Class you want to enroll in and click on the Enroll 

button. 
 



Step Action  
10.  Review the Enrollment details and click the Review button. 



Step Action  
11.  Review the verification details of the class and click the 

Submit button. 



Step Action  
12.  On your home page, you can see your enrollments under 

your Enrollments section. 



Step Action  
13.  You will also see a new notification on your Learner Home 

page.  This is a hyperlink, so you can click on it to review 
your enrollment details. 



Step Action  
14.  This page displays with detailed enrollment 

information. 
 
To return to your Learner home page, click the home 
tab.   
 
DO NOT use the browser’s back button. 

 

 

 

For more detailed information including step by step instructions, please to the OHR Training Webpage 

http://www.montgomerycountymd.gov/ohr/training/training.html 


